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PREFACE 



Mf/°''5~'^?''^^ Education Amendments of 19 76 mandate that sex 
ca^ioST^^rra^S?^^^-^^ eliminated from all vocational ed^^ 



'■8 

The amendments set aside $50,000 of each state's Federal 

:mof^i°"''-':j-^'°" "'^^ manla^fthat eSch state 

employ an xndxvxdual full time to work on eliminating sex 
bias and stereotyping from vocational programs. 

in^'nrKJ^J^"' ^^^^ Special problems which must be addressee 

xn^order to achxeve sex equity. In business and office oScu? 
pa txons. programs, the problems have been centered -aroSnd 
xncreasxng the number of male students in the program encour- 
aging women to move into management positions ?nd^o?her Spper 
i^^^S^n^'^' "^^^^ --^^.^^ ^-^-^e in bu^!^ 

The sex equity modules are designed to: 

-1. focus on issues which are related to specific 
clusters of career options as deiined in 
Delaware's competency -based -gcT^l oriented 
business and office occupations curriculum; 

2. provide information and materials for one 
to three days of activities; and 

3. focus the student's attention on those sex 
equxty concerns which will affect her/his 
experxences as a student in the classroom, 
on-the-job, and career decisions. 

instruction' in business and office occupations programs shduld 

1. afford both male and female" students opportunities 
to pursue a number of career options; 

2. include a sex--fair curriculum; and 

3. provide students with cooperative work experiences 
wxthout regard to the sex of the student. 
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SUB-CLUSTERS 

The specific jobs for v.-hich students are prepared in the 
sub-clusters are indicated on Figure 2 of t is cuid'- Eac- 
specific job has been identified/verified via survey of th- 
ousmess community throughout the Delaware -errion. , 

;DATA PROCESSING OCCUPATIONS (USOE 14.0200) 

This sub-cluster is designed to give the stuident a working 
Knowledge tor a- variety of jobs ranging free uata typists 
to progranuners. Because of the technical n— re of this 
program, co-pe tency-based modules may oruyi- - - in the public 
comprehensive business program or the vocati_;; .al-technical 
programs at special training centers. 

Data processing involves the collecting and nrocessina of 
information "through the medium of automated e-uipmentl Raw 
information is collected and recorded. It z.s then processed 
summarized, and sorted according to a pre-detirmined order. 
When all functions have been completed, the cata can be inter- 
preted by management and thus serve as a basis for decision- 
making. The results of the process may be irnred for futu-e 
use and reference. 

Entrance into this area of work should inc_ude a knowledge 
of general office procedures, accounting, .-nathem.atics, the 
ability to keyboard, and the capability tc think logicall/. 
The student should enjoy working with numhers and machines. 

(a) Job Descripti ons 

Specific tasks to be learned by students concentrating 
m this sub-cluster relate to the following jobs: 

(1) Terminal System Operator (D.O.T. 203.262-018) 

Operates computer terminal and compiles data -to 
produce business, scientific or technical reports, 
and publications in print-like format; reviews 
source documents, tables, correspondence, and 
company records to determine computer .operations 
required to produce texts in requested format; 
clarifies instructions with document originator; 
arranges data input sequence; types coded commands 
on terminal keyboard to enter, store, retrieve, or 
delete data. 

(2) Data Typist (D.O.T." 203.582-022) - ■ 

Operates special-purpose electric typewriter to 
convert alphabetic, numeric, and symbolic data 
into coded form on punch cards or tape; loads 
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punch cards > magnetic or paper tape reels into 
machines; types computer program from input data;, 
proofreads and makes necessary corrections-* 

(3) Keypunch Operator ""CTT.OrT. 203. 582-030) 

Operates alphabetic and numeric keypunch machines 
to transcribe data from source material onto punch 
cards and to record accounting or statistic-al da-ta 
for subsequent processing by automatic or electronic 
data processing equipment. 

(4) Terminal Operator (D.O.T. 203.582-054) 

Operates on-line computer typewriter terminal to 
transmit data or to receive data from the computer 
at remote location. 

(5) Data Examination Assistant (D.O.T. 209.387-022) 
(Input-Output Assistant) 

Re>)^iews - input-output data to verify adequacy and 
appropriateness of material required for data pro- 
cessing operations; reviews work sheet listing 
materials required for specific data processing 
project and accorftpanying source documents. 

(6) Computer Operations Supervisor (D.O.T. 213.132-010) 

Supervises and coordinates workers' activities in 
oper^ating electronic data processing machines; 
schedules work flow; oversees data; makes minor 
program and input data revisions to maintain 
operations. 

(7) Computer Operator (D.O.T. 213.362-010) / 

Monitors and controls electronic\computer to pro- 
cess business, scientifi,c, engineering, or other 
data, according to operating instructions, 

(8) Computer/Peripheral Equipment Operator (D.O.T. 213.382-0 

Operates on-or off-line peripheral machines according 
to written or oral instructions to transfer data V 
from one form to another; mounts and positions ^ 
materials; set guides, key and switches according, 
to instructions to prepare equipment for operation; 
observes materials for irregularities, printing 
defects or machine malfunctions. 




5 



(9) Data Control Assistant Supervisor (D.Q.T. 219.367-014 

Supervises and coord.ihates activities of. workers 
engagad in keeping control records and scheduling 
data to be processed on keypunch or electronic 
data processsmg machines; schedules flow of data. 

(10) Programmed (Trainee) (D . o'. T . . 219 . 36 7-3 6 7) " 



Selejcts SYmb9ls from coding system and codes 
successive steps of completed program for conver- 
sion to machine instructions, to process data, or 
to control industrial processes; reads and inter- 
prets sequence of alphabetic, and numeric data for 
each program^ step to translate into machine lan- 
guage that can be converted by the computer 
processor into machine instructions. 

/(b) E mployment Outlook ' ' ' 

Electronic data processing is one of the most exciting 
occupational fields the world has to offer young men and 
women today. it is rapidly growing and is one of ?he 
most challenging and rewarding fields. 

il. DATA P ROCESSING AND RELATED OCCUPATIONS - 
' . PERFORMANCE AND OBJECTIVES ' ~. 

FOCUSES ■ - 

ic-i) Employer /Employee relationships. 

(b) . Attitudes about the behavior patterns of men and women. 

(c) Simulated activities on the task of systems analyst, 
programmer and ■computer operator. 

ACTIVITIES 

(a) Pre-Test. ' • 

(b) Case study on handling conflict with subordinates. 

(c) Simulation exercise on all career ODtions in Data - 
Processing. - . 

(d) Conflicting terms describing men's and women's behaviors. 

(e) Slide-Tape presentation. 

•• ■ ■ • ■ i ■ ' 

(f) Qualifications , for employment. ' * ' 

(g) Post-Test, ... 
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(a) 



Given an opportunity to discuss "boss-emDloyee " relations 
the student will^ with 100 percent accuracy list two spe- ' 
cial problems that may develop if the "boss" is a woman. 

(b) Given an activity concerning the stereotyped behavioral 
patterns of men and women, the student will with 100 per- 
cent accuracy list two examples of these stereotypes 

one adversely effecting men and one adversely effectinq 
women. ^ >--^ny 

(c) Given examples of tasks performed in the data processing 
field, the student will with 100 percent accuracy list 
two examples of why any of the jobs could be done by 
either a man or a woman. <? 

-II- INTRODUCTION TO DATA PROCESSING MODULE 

in our age of specialization, it is not surprising to discover ' that ' 
a higher degree of technology is needed in ,?he buIi^Sss wo?m! 

There are 70,000 to 80,000 computers in the United States tbday, 
and there are over one million people who work with computers in 
one way or another. Women in data processing usually a?e employed 
as -keypunch operators and men have traditionally dominated the 
areas of programming, sales, manufacturing, and repair. 

Women need to^ take the mandatory courses that lead to- top-paying 
positions in data processing, but have been reluctant to do so 
untxl recently. ! . . ■ 

Although there is still room for improvement, the areas of data 
processing have been less stereotyped than other areas because 
It is a^new field ahd does not carry with if the historical stereo- 
types of male and female jobs. ^-^i-iccix stereo 

Hopefully this- area will continue to provide readily available oppor 
tunities for women and men at all levels of employment. ^ 

and'inc^udLf '"''' on the "on. the job'' issues in data processing 

(a) Employer/employee relationships. 

^ ' ' . / . 

■(bK Attitudes about the behavior patterns, of men and women. 

{c) Simulated activities on the tasks of the systems analyst, 
programmer, and computer operator. 
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OVERVIEW OF IN'STRUCTIONAL ACTIVITIES 

(a) Pre-test 

Pf^:°Pi^i°^ f^^vey should be administered to measure 
the students attitudes toward sex role stereotypina in 
our society. The survey will provide the teacher with 
an indication of the students' attitudes on sex equity, 

(b) Case Study ^ ■ 

Give each. student a copy of "Handling Conflict from 
Subordmators." Have the students read the case study' 
• answer the q.uestions, and be prepared to discuss the 
situation with the class. 

(c) Simulation Exercise ^ 

•The instructions for this activity are found on" the 
activity sheet. . 

Terms Describing Men ' s and Women's Behavior 

^i^^n^^\^^^ overhead and discuss the terminology used in 
the balloons" and how it applies to on-the-job situations. 
».ow do attitudes about the way men and women react in 
different situations effect job assignments? 

(e) Slide-Tape Presentation - . 

(f) Qualifications for Employment 

Qualifications for employment are designed to : 

- To expose students to the many different jobs available 
m an occupation and to show students that the qualifi- 
cations for employment are not determined by sex . ' 

(g) Post-test ; . , 

Have the students take the pre-test again and assess 
themselves relative to ^changes in attitudes. ' 
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ACTIVITY (a) 
Pre/Post Test 



The way things are now, it's better to be a man 
than a woman. 

Women sl>ouldn't want to change things because 
they h^ve the best deal now. 

It's OK for a girl to play' on a male team if she 
a good athlete . . 

Men should make the important decisions because 
men think while women act on their emotions. 

It's OK for a woman to be assertive. 

It's OK for a woman to be aggressive. 

It's OK for a boy to cry. 

It's OK for a man to cry. 

It's important to me that a man act like a Vreal 

man" and that a woman act like a "real ^ woman . " 

,, , , • ' < 

A woman should not compete with a man' because 
this damages his ego. 

I often act in a way that a pe-rson of my sex 
"isn't supposed to." 

I get' mad when people tell me that how I act ■ 
isn't "right" for my sex. 

Men should be more hoitest about their feelings 
toward other people . j 

Men should be more open with other peoplfe about 
their own inadequacies. •., y.. ' 

Women are less self-confident than men^'^ 
" - ■ . / 
Men should pretend to know more than they really 
do,- in order to appear ' "professional . "j/ 

Men should pretend to be able to do more than 
they really can, in order to appear successful. 



It is hard for women to do their best when 
competing with men. 

Men aike ^J^omen who -are -followers not leaders. . 

Women like to rely on o.thers when there are 
decisions to make. 

Women need more encouragement and approval than 
men to work effectively. 

Women are more easily taken advantage of than m( 

Women lose their sex appeal as they get older, 
whereas men don't. ■ 

Women. lose their good looks as they get older, 
whereas men don't. 

Boys and girls should be 'brought . up in the same 
way . 



I,- 
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ACTIVITY (b) 

Handlir-r Conflict From Subordinates 

Arlene Thomas has wo-ed for ABS Products' for, eight years as a' 
keypunch operator. : aring her tenure, she has held an excellent 

-^^^'^^^ attendance, commendations from 
several of her super_ors, and an ability to work well with the 
others m her department, ■■ 

I 

Approximately eight months ago/the supervisor of data entry • 
for the company retired and Arlene was promoted to his position. 
Throughout this period of time, productivity has decreased, 
nTl\lll. .1 din^inished, _the keypunch operators spend more time 
d2par?ment there is much in-fighting in the 

Recently several department supervisors have' complained to 
Arlei\e that reports are behind due to slow keypunching and are 
not correct. ^One even noticed that several of Arlene 's girls 
consis^ntly dressed below company standards. 

Student Qiscussion Questions: 



1. 


What 


2- 


What 


3. 


What 



2,. What .are Arlene -s alternatives with her employees? 

What can Arlene do to, alleviate the situation with 
department supervisors? 
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ACTIVITY (c) 
Spending A Day In The 
DATA PROCESSING DEPARTMENT 
Of MARY LEE CANDY DISTRIBUTORS 



PURPOSE AND MAJ.OR ACTIVITY 



Students partiqipate, in activities of the systems analyst, 
programmer, and the computer operator in a candy distributor's 
business. . .i ,^ 

Because the glamorous part of, computers and data processing 
IS so prevalent in newspapers, magazines, and other literature. 
It IS not included in detail in this unit. .The first opaonal 
activity described on the .next page contains sugge-stions ■ for 
a classroom library of such material. As a teacher, you are 

S^rih ..5^''?..'"^^^ simulation activities _ that will help students, 
get the feel" of some of the down-to-ea'rth work of data pro- 
cessing personnel. ^ r 



(a) 



Before Class Begins 
(1) 



Dupli^cate enough copies of the simulation packet 
(whitze sheets at end of this unit) to provide 
each/ student \with a copy. 



(2) 



(3) 



Read "Background Information on Data Processors" 
on page 31 . 

Read the second optional activity starting on page 
12, entitled Tell the Computer How to C ompute; and. 
decide- whether you. wilir^conduct . it . .. The basic 
advantage of using this ■ activity is that students 
will , learn how limite'd the computer . is • in its ^ 
operation, even though we\ have read and heard .much 
to the contrary., it will\give them a feel of what 
It. IS. like to progra:m a^ctimputer. 



.(b) During Class: 



(1) 



Distribute the simulation packets, reading and 
discussing the first page with students. Suggested 
discussion topics are given in thX teacher's key 
to the simulation (pages . 16-30) . 



. (2) Ask students to complete pages 2 ■ through 14 of 
the simulation. You may want to conduct this 
unit as a group project rather than an- indivi- 
dualized activity. 

(3) When students have finished, go through the 

simulation with them, checking answers and 

. discussing the topics shown in the teacher's 
key. 

(4) After checking the simulation exercises, have 
students turn to page 46 to answer and discuss 
the questions listed there. 

OPTIONAL ACTIVITIES 

'(a) Set up a Library 

Some ideas for a classroom library are listed below 
Allow interested student's to check out books and 
pamphlets . 

(1) Books and Pamphlets. 

"Opportunities in Electronic Data Processing" 
by Martin Nussbaum, 1972 
Vocational Guidance Manuals 
235 E. 45 Street 

New York, New York' 10017' - 
$4.95 ■ 

"Your Future in the Electronic Computer Field" 
by Dause L. Bibby, 1970 
Book Service 
501 Lake Forest Avenue ' 
Highwood, Illinois 60040 
$2.45 . ^ 

\ ■ ; : ,, , , 

'., American Federation of Information Processing 

• Y Societies,: Inc. . ■. 

210 Summit Avenrie 
; Montvale, New Jersey 07645' 

Send for single free copy of "Facts on Computer 
Careers, " 1973 - " 

Superintendent of Documents 
Washington, DC 20402 

Send eo.t for "Occupatiqns in vElectronic Cdmputinc 
.. Systems," (No. 17 S 2913-0057) 1972. , / 
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.2) Associations to which you can write' for information 

American Society for Information Science 
2000 P Street N.W. 
Washington, DC 200 3 6 



Association for Educational Dat 
1201 Sixteenth Street N.W. 
Washington, DC 20036 

Business Equipment Manufacturer. ociation 

235 E. 42nd Street 

New York, New York 10017 

Systems and Procedures Association 
7890 Brookside Drive 
Cleveland/ Ohio 44138 

IEEE, Computer Group 

345 E. 47th -Street 

New York, New York 10017. 

Society for- Information Display 
654 N. Sepulveda Blvd. 
Los Angeles„, CA 90049 

Special Libraries Association: 
2 35 Park. Avenue S ■ 
New York, New York 10 00 3 

Tell -the Computer How to Comput e 

An interesting and prof i table, ^activity would be to simi- 
late a^computer. The steps for "carrying out the simula- 
tion a play are described on pages 13-15. You may 
waxt duplicate these pages and let students preview 
them school or at home. 

(1) Assign roles to be played" 

(i) Cdmputer— someone who will act like a com- 
puter, whose*^ input will be through the 
ears by voice and whose output it writes 

the blackboard. V Also, the per^son taking 
the role of computer will have a large red 
■ card or flag to raise when the computer 
won't accept the instruction. 

iiS) Systems Analyst—someone who plans when the 
computer will add, subtract, multiply, 
divide, etc. 



(iii) 



Programmer — ^^someone . who will instruct th 
computer, what to do, bearing in mind its 
limitations . 



I: structions that the Computer ~-an Accept 
en ins-rructed, it can do the following: 

1. Write numbers on the blackbo^d one under 
another, or side by side., such as: 

• '345 345 128 

12.8 

2. Subtract a smaller digit from a larger one, 
such as, "Subtract 5 from 8." 

3. Regroup or borrow after it has signalled 
that it can't subtract a larger digit from 
a smaller one, such as "Subtract 8 from 5." 

.4. Rearrange and regroup a subtraction problem. 

Problem Rearranged 
: 300 + 30+15 
100 + 20 + 8 

5. Write answers in boxes lined up under one 
another such as: 



Problem 
34 5 . 
-128 



6. Erase numbers that have been used. 

7. .Answer . "yes" to such questions as, "Are you 
• ready?" or, "Can you subtract 5 from 8?" by 

raising awh±te card with a "yes" on it in 
large letters. 

8. Answer "ho" to such questions as, "Can you 
subtract 8 from 5?" by raising a white card 
with '!no",on it. 

9. Plash red by. raising a red card when asked to 
do something it is not supposed to do . 



Scenario 



The computer stands at the blackboard and has the 
following: 

chalk .white card, lettered "yes" 

eraser v/hite card, lettered ''no*' 

red card 

The systems analyst and programmer sit in chairs on 
either side of the com.puter . The co-stars of the 
cast are the computer and the programmer. The com- 
puter will be rated very high if it performs only 
what it is supposed to and raises the red card when 
the programmer does not give sufficient instructions. 
The programmer will be rated high if he/she Instructs 
the computer in sufficient detail so that it has to 
perform and doesn't raise the flag. The systems 
ai^alyst has a minor role in this play. 

Scene 1 



Systems analyst: I have examined our business and 

find that to keep inventory' records 
we must subtract the amounts on 
shipping orders from inventory. I 
, am requesting the programmer to 

cause the computer to subtract .128 
from 3.4 5. 

Scene 2 



Programmer to computer: Are you ready? 
Computer: Holds up card with yes. 

Write 345 and under it the .subtrahend 128. 



Programmer: 
Computer : 

Programmer : 
Computer : 
Programmer : 



Writes . 



345 
128 



Can you subtract 8 from 5? „ 
Holds up card with no. 

Regroup the number J45 by writing opposite 
it the numbers 300 + 30 +,15. 



Computer: ' Writes opposite 



345 
128 



300 +30+15 



Programmer : 



Opposite 128, write 100 + 20 + 8. 



computer: Writes and now has on the boara: 



Programmer ; 

Computer : 
Programmer : 
Computer : 

Programmer : 

Computer : 
Programmer : 
Computer : 



Programmer ; 

Computer : 

Programmer: 

Computer: 



345 
128 



300 + 30 -h 15 
100 +-20 + 8 



Subtract 8 from 15 and write the ' difference 
m the box. 



Writes the difference in the box. 
Erase the numbers used. 

Erases 15 and leaves on the blackboard; 



345 
128 



300 + 30 
100 + 20 



Subtract 20 from 30 and write the dif- 
ference in the box. 

Writes the difference in the box. 
Erase the numbers used.-- 

Erases 30 , and leaves on the blackboard- 
20_ 

345 . 300 ■ 
128 ■ ■ 100 

a 

Subl:ract 100 from 300 and write the 
difference in the box-". 

Writes the difference in the box. 
Erase the, numbers used. 

Erases 3 00 and .,le,^ve s on the black-. 

100 / 
board: - / 345 

128 ■ ■ 



Programmer: Add differences and write the answer 
■ in the box . . 

Computer: ' Writes the' answer in the box.- 



10 



10 



200 



.■10 



2Q0 



217 



^ members of the cast take bows. The teacher may invite'* 

the class to vote which 6f the two, the prografmner and the ^ 
puter, best played their roles according . to the rules. 



com- 
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KEY 



Simulation Page 1 

As you discuss the packet 
introductory^page with 
students, su'pplement the 
discussion with -information 
from' page 31, Background 
Information for Data 
Processors . *\ 



If some of your students are 
acquainted with people who 
work in data -processing 
occupations,^ ask them to ' 
describe some of the tasks 
performed by' these people 
and to tell in what types 
of organization they work. 

Before having^ students begin 
the simulation exercise, 
discuss the meanings of 
special terms 'on page 1 
of- the simulation packet: 

systems analyst 

programmer 

computer operator 

flow chart 

coding sheet' 

punched cards 

program 



3p«ndlAq A '3*Y 



Off .HAIY 



CAIIOr 3I3TJU3CT0RS 



you navw An opporeuoxr/ « in«<low to « 




Z. PUC: CATA CAMS 



ccwirrn 



ERIC 



'25 
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Key 



Simulation Paae 2 : 



Read this, page with the students 
so that they understand the 
entire situation. Be sure they 
unders-tand that Mary Lee Candy 
Distributors buys from a manu- 
facturer and sells to 27 
retaiilers. 

Go over the notes taken by the 
systems~-_analyst -and make cer- 
tain the students recognize 
the need for a "perpetual" 
inventory record versus a 
"guessed" one. Ask the stu- 
dents whether it would likely 
be feasible to take an actual 
count, every time someone 
W4>ts to know-, "How much candy 
do'- we have on hand?" 



Be sure they dan define "per- 
petual inventory." it is one-- 
which can constantly answer 
the- question, "How much candy 
do we have, in stock?" 



Aecivlty 1 



?r«p»ri_nq 4 rlow Clirt on 



Invoncory Procaaiaa 



i.il to .hopper, vno p,„ bjlji .wr«' 2^ ? ! i 'm^'^V 
.voncing wtt-i th, »y«^.« anal?;?" "^^L. J^r in^ ""^ 

of candy atocte P^JLtif? -° « P^'V^z^^L inventory 

w« .«ow« oiay on tfir^SU .^"^J.. ^^aJS^*" r.«aft,r of bo«a an .and 



2 . 



?arp«cual rnvcncory Voeaa 
rabruAry 17. 19 — 

CoplM Of 111 Shipping ardars of candy 70 -no -a 

'carranc tnvan-^ory to ochar iaparraanca . 

^iJ^iJl^lJblS'ln'is^' '^• currant invrancory .hould ^ 
aAcm aviy.iabla co tha pcaaidanc ic 3:00 a. a. «ach lay. 



(SlauXacion 'aga :) 
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Key 

Simulation Page 3 : 

This activity provides an intro- 
duction to one kind of block 
diagram flow chart. 

Have students write a short 
statement beginning with a verb 
taken ^from the notes on the . 
previous page. 

Ask the students where in the 
business they think each event 
takes place . Sample - answers 
are given below: 



Block 1 - Systems analy^^t's 
office in the DP 
department 

Block 2 Stock department/ 



Block 3 - 



Block 4 - 



Receiving department 
or dock. 



DP department 
B lock" 5 Seles Office 
BlQck 6 - DP department 
Block 7 - DP department 
Block 8 - DP department 



27 



START 




sit HomL ^ 




1 

i 









Add to -utvefLto^iy 



0* /lt^UC4^ 



• P.ttpjLit MX^in. xipoKX: 
oy tack day 




(31jmlUcj.oa.?ag« 3) 



Key 



Simulation Page 4 ; 

Explain the use of the coding 
form. The coding form is one 
way to prepare data for entry 
into the computer. In this 
case, information on the 
Receiving Report and the Ship- 
pina Order is to- be entered 
on the coding form. 

Be sure the students can 
correctly answer all the ques- 
tions about the Receiving 
Report. ' 



Ask them which is most .impor- 
tant for inventory, "Quantity 
Ordered" or "Quantity Received' 
Answer: Quantity Received.. 
In this case, these quantities 
happen to be the same. 



EKLC 



Acriviry 2 



Praparlng a Coding Tora 



M»ry Cm Cindy OUtrlbutOP? 
*120 ?ttcft 5trwt 



Swttt ChocoUu Coriffctlonory Hfo. co. 
4568 tndmtHal Partway 



/aeCEIViNC REPORT 
Wo . ?a73 



Qumity Owntlcy ! Stocic 



Ascription 



1,200 boxtsl,000,&oxu 305 



'Jfiit 



ChocoUtts 



Goods .?tC4iv«d ]/T0/. 



1. 

2. 
3. 
4. 
5. 
6. 



-ag .jaocolAStt Canfactlooary Manufacturlag Company? /gs 



J,0OO .SoxtA iandu r. 



What waa r»cair»d7 

>m*t: is tha stocJc aumhar tha "thing* racaiV«d? Jgy 

Sow amcii vaa racaivad? l.JOO SoxtA j^- can^ii ■ 

whaa waa racalvad? UJO/^- 



Waa the qMantitry cHacXad to sa« wtiethar th« cor-acc Amnt.rs^ 
(SiizmIac:.on Paga ^) 



21 



Key 



Simulation Page, 5 ; 

If possible, obtain a full- 
size coding form from the 
school business office or 
•from a nearby industry to 
show the students. 

Tell the students that 
the coding sheet is oftea 
used to punch cards on 
a key-punch machine. 

Review the coding form 
with the students and 
make certain they can 
correctly answer the 
questions about it. 



EKLC 



If the students ask 
about Fortran, COBOL, 
and Basic, tell them 
they are names for 
computer languages. 
Tell them that the 
computer cannot under-, 
^stand our English,' 
so we must tell it 
what to do in another 
language , "Computer 
Talk. " If students 
are further interested, 
liu^i^e a . programmer to 
explain some more to 
them. 



2d 



:qoing form 




« mncn ^orQ,c«1v<n<r «?toort; cod. id 
5 tund< rorshiooinq OraT; code- 20 



Coding rora : Thia -ora usually ha. 30 columna inacaad of -le 4 J 

ar» ttnidlad in compucor training prograaa. 
^ow'^a^ til*, following quaationar 

fSTn^^c^°^lf?" doca a complat:* codiag -ora usually hav«? iO 
(Hinti S«* tha not* b«naath th« Coding Fora., r"" — 

2, Hoi* oaay rov» dcaa- a- coaplata coding Cora uauaUy ;iava7 :s 

(fliAtii Sa* tatddl* Laft o£ tha Coding »ora.) 

4.. aoW aany spacaia ara availabla -or cha quanciry? 5 

5. Wbct doaa th^ R in R/S 3*an and vhac ia i=, codaPg ect^..., 

6. What doaa tl» s in a/s aaan and --hac ia ita cQda?5 /Upo^n:; Ad M jj ' 

7. aov oany n>acaa ^» availAfile for an a or in S7 ; 

(SiAulacion ?aga 5} . / 
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Key 



>imulation Page 6: 



Show the students how to enter 
-the stock number on the coding 
form. Have them observe that 
five columns are allowed. 
Since only three are used, the 
remaining two are filled in with 
zeroes. 

In a similar manner, show them 
how to enter the quantity on 
the coding form and to fill in 
one column with a zero. ^ > , 

The kind of report (Receiving 
Report) is also coded since 
the computer must be told 
whether something is being 
"received" or "shipped." 



Have the students notice that 
a receiving report is assigned 
a 10 and is so coded in 
columns 11 and 12 . 

Check their answers to the 
questions at the bottom of 
the sheet for accuracy. 



£a€T3ji q tA« R«e<xving Ropgr* an "Jxm Coding rona 

Tiia a«c«iviaq Raporr U cod«d on tii«*-lrjt ij.n« af coding fora 
M ibown b«iarw, mo« tUiac zmxamn atb us^d to till in th« blAaJc 

'iv« eoluazu. 



5pAc««. AlJo aotic« how stock numb«r J05 li wrictan in coiuana 
i7L*fri x«ro«» ar« writ ran in ironT'o^ 3£S ty3 Jill jp Ui 



7^ 




1 


f — lii f mm 1 




L 1 


1 ! 




! 







stock .10. Qvrtntlty R/S 



i|i|i(<(M<lHaltli3iuiaiiiltii 




{ 




1 


i M i 1 j 1 1 1 ( , ; 


1 


-i ' i M M { t i 1 i 





Aaavar tii« Joiiowing quattion*; 
1* , Hov ouch cAndy wax rtcalrad? 



(Saa th^, Racaivmg Raport, ) 



la whicii coluana of tha Coding fora was taa quantittv wri-*an7 

Hov siany zaroaa. vara aaa;dad ro fill up tha ipacas in front of 

ciift qrimntity? 7-10 at 

In whlcn coluana of tha- Coding Pora wa« tiia JCocJe nuabar 
wrlctan? J-S 

3ov atay laxoaa ware oaadad zo fill up tha spacar ui fronc 

of. tha: scocjc ntiabar?- : . ■' 



•yfhAC auttbar ia uaad. to shov tixa )clnd of rapori: tiiat is- baing 
put on tii» codlniT iora? ;<? • v\ .^-^^ 



5. In whicti^ cQliaana ia tha Racaxving Raporr coda nuabar'^ittaa? 



(SiiaulACion P&g« 



ERIC 
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Key 



Simulation Page 7 : 



Be sure the students can correctly 
answer all the questions about the 
shipping order. '■ 

If students ask about missing unit 
prices, tell them -that the shipping 
order is a carbon copy ot another 
form (Invoice) and that the price 
•is frequently omitted on the ship- 
ping order copy.- 

The same is true about the omission 
of the unit price on the receiving 
report, which is a carbon copy of a 
purchase order. 



Shippiag Ord« r 



^UO P«ch Strwt 
AtUnta. Gwrjn 



Atlanu. S«org1«. 



iHIPPlNS OaOER 



Ship To: Saiat 





Ou*nt1 ty 


' Stock 


' OescriDtlon 


Unit 


1 Quantity | Ou*ntlty 1 


SO boxaa 


:05 


^ry Lm' cftocoUui 


- 


30 boxrt j 

1 

i 

■;■ • ! . 



Look at: zh<^ Shipping Ord«:rabov« M«^r vh. foUov'iag (:iuo.i:ioni : 



2, 



Sew atAAy boscA« '^<ar« aont: 



Jill 



(SiimiUtloa Page 7) 



ERIC 



Simulation Page 8; 



Key 



Again, show the students how to 
enter the stock number and the 
quantity on the coding form; in 
this case, from. the shipping 
order. 

Have the students notice that 
the shipping order is assigned 
a 20 and is so coded in columns 
11 and 12. 

Check the answers of the students 
at the bottom of the sheet for 
accuracy. 



li'sn^'^ra^f'*" "'"^ "^^"^ ^-^^ iodine ?o« 




I. 

2. 
3. 



30W tniny zaro*8 ^^diid to tUl up cha «pty ,p4c««7 J_ 

atsBlMr ta to show th« )cJLnd'oi raoorc""' ^hac t« 
.put oa th* Coding- fom? raport -hac la b«ing 



^ vtilci^ coXuaza ia '^•^ ^>PPin9 Ord.r coda ni«bT vrltran? 



•jfoor Job JUai(|Battne 

• ora on p«9« 41. ShAToa ha* put yoa or\ -/bur own. 



(SimolAtion Paga S) 

r 
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Key 

Simulation Page 9 ; 

These business papers are coded 
on the next page. 



Atlinta. letjnjii 
*5« Industrial ?im«y ^ n w. 



Ouuvtlty 
j_Jiatr«j 




SCOCJt 


?*tcrior(tm 1 


900 toxas 






ChocoUu» 


' "Tf „ 


fi«oitt lUoivari 1/10/ 







««ry Lm Cifldy Ofstrltsuton 
4120 ;»«cA Str««t 
. Atlanta. S«orj1* 

Joid To: Wary j ;9 

SdUtA Shoooln^ •'^11 
AtJwrta, QtorqiM ■ 



5HIP?THC aaoCT 





^"Clty j Stock 




1 Unit 


Ou4n't1ty 


Quintlcy 1 


120 bainl JOS 

i 


f^ry Lm- cfncaUt*s 


1 


I ZD boxM 


i 

i 
I 

i 



33 
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Key 



Simulation Page 10 ; 

The two business papers on page 
9 ' are coded on lines 3 and 4. 
This coding sheet will be used 
to "punch* cards " in Activity 3, 



noOiAii: Iriyent^fY 



COOIHG FORM 



LOCATION: _iiAlA-gr gCBUlnq DeMrt.y nt 



BASIC 




5 sUMi for Shipping Orderi cade |0 



(Slaulillon P«ga 10) 



ERIC 
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Key 



Simulation Page 11 ; 

Explain to the students 
how numbers .. are punched 
in a card. Xou can also 
explain how the alphabet 
is punched if the stu-* 
dents are interested, 
but they will not be 
required to punch ■ 
alphabetic characters. 



Have the students .check 
the accuracy of the 
number punched in the 
bottom card. The 
number punched is 
003050100011, and it 
should be 00.3050100010 , 
the last punch being 
ah error. 

If you can obtain 
additional cards, you 
might have students 
"punch" their names 
in the cards by using 
their pencil to 
blacken the proper 
places. In addition, 
they could exchange 
cards and proofread 
each other's cards. 



35 



Activity 3 . 



s;i<»*diag xnd Punching Caxdi 



/ 



-«dij S!f^ ?: ?uacn«l card 'or acc-^acy. Th.' coo^u^*"2". 

K , =aO T.«d nol.. * ?uac1«l :iu:d. A auncii.d card •« 
shown b.low. . iou can r.ad prinz by of -^our" «y« ind ?aai 



U34£67a90 



lllllllll 



'!:!!v::!::i::::;::::MM:i;;MM:Mini5;ii.i.M in.!.,...... 

i|;in7niiiiniiii2nii:iiiiiiiiii,,in:i:ii:ii:n:nnnjnjjnjini:jjjj;ijji 
jJlJjnnjjjjjjiniJMjnjMjjinjjjjjiinnjjjijjjnjiiiinjnnnnuiiniijn 

Mil. Il.|.***.|.4.,.i..|4. 4. 4.4.J*....44e4 . 1 . 1 4 .... .4 . 11 1 4 41 1 4 44 4 4 44 . ...4 4 

iMi|iiiiiiisnniiiiii|iiin,n|iiniii|in,,i,ni,,,.,,,,,,,,,,,,,,,,,,,,,,,,, 

/MM»iy»MT,,:,f,,,,MH|JTT,rT7T|TTTTM,f,MTJJJJnMTMTlTT,TTTnTTTTTJJJnn 

iiinii|iiiiiiiij,iiiiiiiitt4^,i.4.i5,.,,.n„,,n,,,,,,„,,,,,j,,,j,,^^^^^^^^^^^ 



lor«n ahowi you a card witii ?ua^£ii«« ux :.t t^At Ar« aupnoi^d' 

LoAnuxl about. 3« says t.^.*t «ch numb«r tis. first ling {tl 

coding fora is 003050100010.- Xotic. shmt it h«j b«Jn au^^id 
into eh* card b.lov. Also, notic.- -i*t ii^ 'i^Jt ?^^r^ha^. 

Did yog glnd sny «rror»? :J so, what tij.y? TKt pancK \ka ul^ 6t 



iniii|in||iii.iHM,,un,nn,nM..ninn,,mM::;;Tnnmmmm^^ 
iijifmijjjMj,iiixi,,„ii?ii?j?innMi?jijj,„„„, ,„,„,, 

Jill Jill jinjiiiiiiiiiiuniiiiijjijj,nnii,jiniiijiiiiii,i, ,,,,,,,, ,,,,,, 

U.444...4.4*4......|..|.44...............,4I444444I...I.....444.........4 444444 

V»lltl»ltllJUI|l|||||||||||||||||||,|||,|||,|||,,,,,,,,,,,,,,,jjjjjjjjjj^^^j^^^ 

III4lMiiUI|lllltllill||4amil.lll|BIIIMIIMl4l.ll.l44MIIM44»l44ll4llll.||4| 

riMJTJM J, ,,,,,,,M1?T?TTJJTMTM.II?!7TTT?Jt?, J JMKjJIUJjp,, ,„„„,, ,,,,,,, 
UI*lllllllll4.IIIIII||||||||,,,|,,,M,, II,,, ,,,,,,,, 

ii!!!;!!!!:2s:::!22!!:i::::u22siiii!::i:»!ia:i«ii2ii:'««««^ 

(SiaulAtloa ?ig« ii] 



28. 



Key 

Simulation Page 12 : 

Go over the cards with the 
students to check the accuracy 
o,f their work. 

You might have them exchange 
and proofread each other's 
cards . 



-^cur Job Asajgnmcn:: 



T^a — rsc .isa zi th* coding iora has i:««n ""auncnad" on tiia c*rd 
i^^aacratad on pravioas pag*. , mov. you aujt iuach nvin&«rs 
• .^m ta« raaaujijig tiir«« linai onto 3«oarat« cards, Xoffl«jab«r -^«r, 
z^«r« wo r-^o 3n t.^.« coding fom uid you vroc« r^o aqror* 

5* abouid 3« a rard for aacft lin« on -Jie' coding iona. a»« -n« 
rorda b«iov and /our ?«ncil co -puncA" ^^em. a card puacA -a 

tvai^AJ3i« in '/our acnooi, you can obsar*/* a aacAxaa tAat actuaily 
puacftci card*. ' 

i.. 

»IIIIJIlllllIII,»,„,,,,„l, JJJJJJ^J^^^^^^^^^^^ 
Jjlllllllllllll,»,,,,„,,,,,,,,l,,,,,,,,,,,,„,,,„,„i„,„j,„„„„„„„„j, 

iiiiliiiiiiiiiiiii.ii. ,11,1, ,,,,,,,„„, 

(llllllia„,<,,||,|,IM„MM , , ,,,, A ^^^^ 

MIIU»IMn»»»„,„„s„,M, ,„„„„,„„„, J, J J j^^^^^^^^^^^^^^ 

»••!••••" if Mlimill* IIMU «, 



H!?!?^M!!:!i::::::u:::::::::"!"««""" imii... 

in,,,,,,,t,nn,Mnnun..,u,uin.Mn,mrTTmT7TrT:TT;TTTTTMmm^^ " 
iiiiuiu»iiiciiijiiuiiniiiui»iiiMiiiiiiMiiiiii»iijii,ii„j,„,„„„,,,„^ 
11 111 1111 iiinjiiiiMii II 11 11 nil I,, ,,„,,,,,,,,,,,, „,,„„„„„„„.„„ I 

t III IIl(ltllllMIIIIlIIIlI,,, II,,, ,11,,,,,,,, J, 

4IIHIIJ** i(uiiiciiiaiuiaii4iii iiVeiiiiiiiiin u^t, 

MMSI!lMnMMIIM)III»I»II!IMMMIIM»!»M»»MIIMI»MM»MMIIMMMMIMM 
Illll?! Ill MIIIIIIIIIIIIMIil,,,,,,^ , , 

!!:;f!!f!::::::::2i::u'«::ru2i:j:::::i::!! immmhi.. 



/ 



^MW,±\\iv^\\i^^^^^^ ii.Mi 

.nMM|»Mrt,n,,uMuni,MMnM,:T7TTTT:T:r:TTTTmnmmnrM 

IIUini|l|jniIMIIIMIIIIII,iMIIIlUi,iMMI|liiIiiiif„,„„„„„j„„,„„ 

lII)IIIIIIIlIlIIIIII„,„„,„„,,„„,-„„„„,„„„„^^,^^^^^^^^^^^^^^^^^^^ 
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Simulation Page 13 ; 

Before assigning Activity 4, 
have the students act out 
the "play", Tel l the Com- 
puter How to Compute as 
explained at the beginning 
of this unit. 

Go over this in detail with 
the students. 



Tell the students that 
arithmetic problems can 
be done by the computer 
only when each instruction 
is carefully planned. 
Later, these instructions 
are written again in 
computer language. Once 
they are placed in the 
computer memory, they 
can }pe used to solve 
thousands and thousands 
of subtraction problems. 



9"^ 



Accivicy 4 



?r.p,riii, A ?ro(jr« for ch. Ccapuwr 



J'cxc, you tr« witroduc«d to Juan 

•you can't Ju«t fund cft« CMouc-r V?""* -r^** ™ i.nv«n to ry, 
cJuc it c*a cumpuc«-Uv«ntory ^^inif ° caapuc.r awry fo 



1. K and a. 



2. X im 432. 



Oodcr 4 20 
and 3. 



12, c«4rr»n<;« 173 40 170 



-^c. not. JO CO shft ncjte «e«n ^ 



9 

it. 



R#qrOUD 420 300 «nH f ^ft 



11. 



4. NO 



5. 4 20 
«. L70 



J20 
iO. 100 



Li. 



L2. 



Put 200 m eh« •ni^^r ip^ea 



300 



Add^aXl trim nuaixir« Ln th. 4n.^r 



L4. 



:oo 
;59 
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Simulation Page 14 ; 

Since the type of thinking 
required to write program 
instructions may be new 
to the students, choose 
one of the following two 
procedures . 

A. Write the program 
similar to that 
done by Juan as a . 
group activity 
under your direction. 



B, Haye students 
complete it in 
small groups. Be 
sure that each 
group has one 
person who is 
known to be logical 
and methodical. 

As a result of these, 
ass ignme n t s , s tude n ts 
:;:an determine whether 
they have some, of the 
qualities required 
to be a programmer. 



JuAa says tfhat prcgrafflMjrs t:»ve za b« this zo writ* injtrucstonj 
for zofflput^rs b«iors ta«y r«wrLt« ^lan La sonpuwr lAnqM«q«. Ha 
taili you zo writ* izatrucrlona for tiiij problem: SubTiract 4 8 
frca 235. a4« zhm »p«ca b«low, '^ou raay ir.siay not 3«ad 14 staoa. 
mm 3Any Aa n»t<l*d. 
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lutncttuni 




SMca 






















J- 4^^L.ii^ 


u 
























ZZO * f5 

" . 

JO * 1 








UltdeA ZOO XKd 15, \z<LfifLanqt it ' 






1 






K CXR 4 0 btriabVia.c£td i.xom Zl^r ! 


ZZO 










ii: 










1 




IT. 1 




1 




It. ( 




1 


'1 


IS. 1 1 


1 


1 1 




14. • 1 . 




1 




' \ .. ; ^ L 
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Simulation Pacje 15 : 

The purpose of the questions 
on page 15 of the- simulation 
is to encourage students to ^) 
examine their own abilities gfi 
and personalities' and compare" 
these to the characteristics 
needed to succeed in the" 
occupation explored in this 
simulat;i.on. 

Encourage students to talk 
about their own likes and 
dislikes and about the 
things they think they would 
like and dislike about 
this occupation. 



iixz Tc woRx wrra ccmpotehs 




Would you .i^ to with onhm in « btuixui«« 

waiCh *C^lVl.tl«« will 3. HAfldl^d ay iMZA ?co- 

'Ij^ttid yoa LU* CO ?r«p«r« eXac shAr^^ thAc itxaw 

Woald yott LU*- to pLtn Aod pr«p4r« coding iom? 

^^Sil^ •-^•^ miorautloa fro. btaiaw. 

p«p«r» CO & eodlaq fora? 

Wooid. yoa UJto to ptmcii earda 7 

Jtottld yon UJt* to writ* pro<7rus for ta. ccspucarT 
Oo yoa UJc« to- *olv« crosxMard ?aa«i««? 



yz3 



MO 
JIO 

HO 
NO 
MO 



fla^^oat: 4i»ac d*CA proc.inq job. tnd^ ??lJ.^Lr 
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Spending A Day 

In The DATA PROCESSING DEPARTMENT 

Of MARY LEE CANDY DISTRIBUTORS 

In the next 14 pages, you have an opportunity to be a shadow' to a 
systems analyst, a prograxnnier , and a computer operator. You will 
perform a small sample of their work' for Mary Lee Candy Distribu- 
tors. You will: . ■ 



\ 




1. WRITE A FLOW CHART 2. PREPARE A CODING SHEET 




c COMPUTER 

(Simulation Page 1) 



Activity 1 ; , 33 ' 

Preparing a Flow Chart on Inventory Processes 

You are going to spend a day as an assistant in the data processing 
department of Mary Lee Candy Distributors which wholesales Mary Lec 
boxes of chocolates to 27, retail stores. The retail stores in turn 
soil to shoppers who pass by the stores. Mary Lee Candy Distribu- 
tors obtain the candy from a manufacturer. You will spend some time 
working with the systems analyst, the programmer, and the computer 
ope.rator. m each case, you will be required to perform some of the 
work that these employees are. doing at the time you are with them. 

When- you arrive at the Mary Lee Candy Distributors, you are first 
introduced to the systems analyst who is preparing. a flow chart about 
one operation of the Mary Lee Can^y Distributors.' This operation 
concerns keeping, an j.nventory ^of boxes of chocolates. - The systems 
analyst hands you some notes to read that ha has made after the pre- 
sident of the company directed him to set up a perpetual inventory 
of candy stock. Perpetual inventory is defined as a 'record of boxes 
of candy on hand at all times. Previously, the inventory was taken 
on the first of the month. Thus, the actual number of boxes on. hand 
was known only on the first of the -month. 



Perpetual Inventory Notes 

February 17, 19 — 

The president has directed the systems analyst to set up 
a system to keep a perpetual inventory. 

In order to start the system, it will be necessary to 
obtain an actual count of all boxes of candy on hand. 

Then, copies of all receiving tickets of candy from the 
manufacturers must be sent to the data-processing depart- 
ment daily. 

TfTe recei£.ts-a-s-"shown on the receiving tickets must be 
immed±ff€ely added to the inventory. 

■•■■'\ 

Copies of all shipping orders of candy going to the 
Mary Lee Retail Stores must be sent to the data-pro- 
cessing department. . . 

The issue of candy as' shown on shipping orders must be 
immediately subtracted from the inventory. 

At any time during the business day, the' data-processing 
department should be able to report by telephone the 
current inventory to other departments. •• 

A report (printout) of the current inventory should be' 
made available to the president at 8:00 a.m. each day. 
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the 

•be 



row''''?ou a?e'?o%f?^'-^°:^.'° complete the flow chart shown 
y Lj.xxea m. Fill m the remaining five blocks. 








^^ecetuc ciiAtctivz to mcUntcun 






Take: actual coatvt OjJ candy Hock 
on hand 






dandy i^nt by manu.iacJnM.tfti>- 




' J 
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Activity 2 



Preparing a 'Coding Form 



Next, you are introduced to Sha 
who is preparing a coding form, 
is only one of her many duties, 
information for the computer, 
and a coding form on which some 
been written. Sharon shows you 
forms and copy iu on the coding 
opportunity of finding out how 
information into the computer. 



ron Burns, the computer operator. 
The preparation of a coding form 
A coding form is used to prepare 
She shows you two business forms 
information from the forms has 
how to find information on the 
form. Later, you will have the 
the coding form is used to put 



Mary Lee Candy Distributors 
4120 Peach Street 
Atlanta, Georgia 



RECEIVING REPORT 
No. 9873 
Date Mil — 



Purchased From; 



IT 



Sweet Chocolate Confectionery Mfg. Co ' 
4568 Industrial Parkwa^' 
New Orleans, Louisiana 

U 



Quanti ty 
Ordered 


Quantity 
Received 


Stock 
Number 


Description 


Unit 
Price 


1,000 boxes 


1 .000 boxes 


' 305 


Chocolates 




Goods Received 1/10/-- 
Quantity Checked -n ^, ?/; 



Receiving Report: Look at the Receiving Report above and answer 
the following questions: , . nu ciii£,wtir 

1. Did Mary Lee Candy Distributors receive something from 
' ..he Sweet Chocolate Confectionery Manufacturing Company? 

What was received? . . 



2 
3, 
4, 
5. 
.6. 



What is the stock number of the "thing" rece.ived? 
How much was .received? 

r~ > 

When was it received? 



was, reLiv^S?' '^ '^''^'^ to' see whe ther-, the correct amount 
( Simula ticja^ Page 4) 



Codin(^ __ F °£jIl: Look at the- coding form shown below and answer the 



CODING FORM 



NAME:- 



LOCATION; 



PROGRAM: 



FORTRAN 

Stock No. Quantity R/S 



COBOL 



BASIC 



1 


: i 3 i . 


5 




1 8 j 9 


10 


11 ji^ln 


u 


IS 


lb 


17 




19 


20 


21 


22 


23 


24 


25 


2t 


27 


28 


29 


30" 


31 


32 


33 


34 


3S 


36 


37 


3« 


39 


40 i 4l| 42 


43 








( 1 


























/ 












































1 

I 


X. 












■ — t — 








































/ 






























1 


i 












1 

-f- 






















/ 


















































— (— 

1 












1 


















— 1 






















































i 








1 


i 




































































1 










— f 




1 
! 








































































— ! 








1 


i 


1 














































































i 1 


















































y 





















R/S: R stands for Rece'ivinq 'Report; code 10 
S stands for Shipping Order; code 20 



Codxng Form: This form usually has 80 columns instead of the 43 
shown. It usually has 25 rows. The terms Fortran, 
COBOL, and Basic refer to computer languages which 
are studied , in computer training programs. 

Answer the following questions: 

1. How many columns does a complete coding form usually have? 

■ (Hrnt: -See the note beneath the Coding Form.) ~~ 



2 
3 

4. 
5, 
6. 
7. 



> How 'many rows does a' complete coding ..form usually have? 

How many spaces .are available for the Stock Number? 
(Hint: ■ See middle left of the Coding Form.) . — ~ 

How many spaces are available for the quantity? 

What does the R in R/S mean and what is its code? 

What does the S in R/S mean and. what is its code? 

How many spaces are available for an R or an" S? 

. (Simulation Page 5) 
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37 



rm 



£'ntering_ the Receiving Report on the Coding Fn 



rm 



K«ry tr« Cjfvjy Oijtrlbotor^ 
4120 P»*ch StPtet 
AtUnu, Gcor9u 



Purch4i*d Fran: 



><0. _9e73 

D<tt l/7/«. 



Chocol«te Confectionary Mfg. Co~^ 
45i8 [nduitnjl Pirkuty 



Mew 0rlt4ni» touliT4nj 



.000 bo<ti 



VfjjnCI t/ 



.000 tojit 



20i' 



Quantity Check t53]2ZzZI 



Oe»cr1pt1on 



ChocoUtei 



Unit 
Prtct 



Stock No. Quantity R/S 



1 


2 


3 


.4 


5 


6 


7 


a 


9 


10 


11 


12 


13 


14 




0 


3 


0 


5 


a 


/ 


0 


0 




; 


0 








0 


-3 


0 


5 




0 


0 


s 


0 


2 


0 































































K 

Answer the following questions- 

1. How much candy was rec4i^X^d? (See the Receiving Report.) 



HnJl^^""^ columns of the Coding Form' was the. quantity written^ 

qg;^ti;;r " ^^^^ '''' ^^- --^ ?ron't^"f 

ln.^hich columns 'of the Co ding Form was the stock number 
TtTe^'lt^^Z^r'^''' '''' the spaces in . front- 



puf on^rcid%ng1oJSp^'°^ ^^^^^ - ^^^ng 



in which columns is the Receiving Report code :number written'? 
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Shipping Order " 



/ 



Mary Lee Candy Distributors 
4120 Peach Street 
Atlanta*, Georgia 


SHIPPING. ORDER 
No, A749 








Date 1/5/-" 


Sold To: 


Mary Lee # 10 
South Shopping Mall 
Atlanta, Georgia 






Ship To: 


Same 


» 






Quantity 
Ordered 


Stock 
Number 


Description 


Unit 
Price 


Quantity 
Shipped 


Quantity 
Back Ordered 


80 boxes 


■ 305. 


Mary Lee chocolates 




80 boxes 





Look at the Shipping Order above and 
I. 



answer the' following questions 



2. How many boxes were sent? 



3. What is the stock number of the candy 



sent? 



ERIC 
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Entering the Shipping Order on the Coding Form 

The Shipping Order is coded on the second line of the Coding Form 
as snqwn below: 



4120 Ptdcn 5tr«et 
•AtUne*. C<or«ju 

Sold To: Kjry tee f 10 

South Stioopi'Hj MaM 
AtUnta, Ccor9U 




SHIPPING OftOeft 
No. A749 
0«c« 1/5/ — 


Shtp To: 


Urn 










Ordered 


Scock 


1 

0«icr 'otioi 


Price 




3aclc Crc-red 


BO boits 


30S 


M»ry Lta chocoUteJ 




' 80 box«« 





Stock No. Quantity R/S 







5 


6 


7 


\' 


9 


1 

10 


u 


12 


13 




0 


Q 


3 


\o 


5 




; 


0 






7 


0 




0 


0 


3 


0 

1 


5 


0 




0 


8 






2 


0 








































— ^ 


























1 




1 





















A 



Answe?: the following questions: 
1. 



In which columns of the Coding Form was the quantity shipped 
written? ' ■ ' ^ 



2. 
3, 

4 . 
5. 



How many zeroes were needed to filL up the empty spaces? 

In which columns of the Coding Form was the stock number 
written? 



How many zeroes were needed to fill up the empty spaces? __ 

What number is used to show the kind of report that is being 
put on the Coding Form? ' ' , 



In which columns, is the Shipping^ Order code number written? 



Your Job Assignment . . ' 

Copy the necessary information from these two forms on the Coding 
Form on page 41. Sharon has put you on your own. 
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Mary Lee Candy Distributors 
4120 Peach Street 
Atlanta^ Georgia 



Purchased From: 

Sweet Chocolate Confectionery Mfg. Co7^ 
4568 Industrial Parkway 
New Orleans, Louisiana 



RECEIVING REPORT 
No. 9874 
Date 1/15/ — 



Quanti ty 
Ordered 



500 boxe 



Quantity 
Received 



500 boxes 



Stock 
Number 



306 



Goods Received 1/10/-- 
Quanti tV Checked /;^ x?. IT 



Description 



Chocolates 



Unit 
Price 



r 



: ; — 

Mary Lee Candy Distributors SHIPPING ORDER 
4120 Peach Street , • .^^^ 
Atlanta, Georgia. No. A750 

Date 1/6/" 

Sold To: Mary Lee # 19 , 
South Shopping Mall 
Atlanta, Georgia 

Ship To: Same ' , " 


Quantity 
Ordered 


Stock 
Number 


Descrip,tion 


- Unit 
Price 


• Quantity 
Shipped 


Quantity 
Back Ordered 


120 boxes 


306 


Mary Lee chocolates 




120 boxes 
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cooing' form 



mi;. 



PROCRAM: , Inventory 
FORTRAN 



LOCATION: . Data Phcessinq Departinent 



COBOL 



[AUTOCODER 



JL- BASIC 



Stock No. Quantity R/S 




R/S: .R stands for Receiving Report; code 10 
S stands for>Shipping Order; code 10 
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Reading and Punching Cards 



Next, you are ■ introduced to Loren r^P^wo ^ 
^1234567890 • ABCDEFGHI JKLMNOPQR STUVWXYr"" ~"" — 

iiaiiiiiB - 
iiiisain 

'^•''•''''••'■'•••••'i''''N..B.n,M.rMnMM;;/;;'r;;';T;;i';';';*;';^ 

:| 2 2 2 2 2 n22222 2 2 2 2 2 2 J2 2 2 : 2 2 2 2 B 2 2 2 2 2 2 2 g22 2 2 2 2 2 r 2 2 2 2 2 2 2 2 2 2 2 2 2 n 2 2 2 2 2 2 2 2 2 2 222' 2 2 2 2; 
3313333333333333333338333333331333333313333333333333,333333333333:33333333333333 

5555I55S555555555555555I55555555I5555555I555555555555555555555555555555555555555 
iSSa6l6US£SG6SSG6SGS666|S8GS566GB666.6S6|6G6GGGGeS6666666666666GG66GS6S6GGGGG6S 



Loren shows you a card with ounchpc; in n-t- 

^ ajjuuu. tie says tnat each number on the f ir^i- t r.^ u^r^ 

Did you find. any errors? if so, what are they? c°^^ect. 



UH4uu<,nnM<:u7 nvnnnnn.u44nn«u«nn< 

»U»St8t6f6t8U 6 6 6 6 6 6 6 8 t66E 6 6 6 S 6 6 6 6 5 6 E66S 6 6 6 6 6 6 BS66S 6 6 6 6 6 6 6 6 6 6 6 D6StS6CDUU66S6S 

iuni.ii.n,,,,n,,i,M.,n.i,niu..,.;risn,uui.,«,,,,,,u,..,t, „,,,,,,,,., 
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Your Job Assignment ^2-. 

ninffc^fLn^o^ ?H ^^"^ has been "punched" on the card 

Illustrated on the previous page. Now, you must punch the numbers 

there CLr^wo^v^ three lines onto separate cards. Remember that 
Thirl .tnu^Tu on the coding form and you wrote two more. 

l.t^t K ? ^ ""^^^ ^ 1^^^ °^ the coding form. Use the 

avliLttlln^''^ your pencil to "punch" them. -^lf a card punch is 
punches carSs^°'''' -^ ° ' ""^^ observe a machine that actually 

/ 



'-MUM ;;'n M;7n;;'n;'r;r;rn M n n M M n n n M 

""""""""""""""•"•••""••••••..........,„,,,.,,,,„,,.,,,,,,,,., 



--'M.nn MM, ,Hnn MM, ;MmTmnnM™ 

'^''''''^^^^^^^^^^^^2772227222222222222222727222222222)2222272222222222222222222 
*4MnM4.M««rUMnn4MMMM^^ < ^ 

lt««6SS.SSS6SSSSSt^S6SSS 6 6 5 6 6SSSSSS£SS6S£SSSES66ES6S-6S6SSSSS6SSSS.SSSS6S6S5SS666E 

M..,.,,,,,.,..,n,M,,,,,,,,,,,,Mm,,uMn,,,,M.i,,,,nii.,,,,,n.,,nn,,, 



J 9 8 9 5 9 5 3 9 9 9 9 9 3 9 5 9 9 9 9 9 9 9 9 9 5 9 9 9 9 3 S 
I I I * \ I J I • >• » u o M nmi » tiwn uni* n« 



r 



, , M M M M M M M M M M M M M M n M M M M M I^r; I H^/r/r/r/ M M M 7,' m ? M M M 
^^^^^"'""'""^"^^^^r 2 2 2 7 2 2 2 7 2 2 2 7 2 2 7 2 7 2 2 7 7 2 2 2 2 2 7 2 2 2 2 2 2 2 2 7 7 2 2 2 2 7 2 '7 2 2 7 2 2 2 2 2272 

'""''"""""'"""""•^^^--^-^-'-""-3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 3 P 

,,,,,, i 

■"""'"''""""""---'---'''''''n''''nMn,M,r;,nM;M;MM,Mn, 

^^^^^ 



Activity 4 



Preparing A Program for the Computer 

Next, you are introduced to Juan Garcia , a computer programmer 
Who Shows. you some instructions he is writing for the c^m^^er! 
le tells you that later these instructions have to be re-written 
in computer language, which he will show you when he is ready tS 
o° u^^^ ^5!?- ^^11= that when, you want to solve a problem 

such as adding and subtracting numerous items from the inveSSir 
you can't just hand the computer the problem. You must prepa?^ 
?h!? f instructions, which are put into the computer^ mSmory so 
Du?^r''^n''Ho ^°"^P"t^ inventoir-y. Suppose that you wanted the com- 
puter to do this problem: Subtract 173 from 432. 

Below is shown what Juan has been writing. 



Instructions 


Mathematics 


An swp tI 
Space 


1. Read A and B. ^ 


1. 




2. A is 4 32. 


2. 4 32 




3. B is 173. - " 


3T "17 3 / ^ 


^.7- 


4. 'Start at the right. Can 3 be subtracted 
from 2? If so/ subtract. If not, go to 
the next st^ep. 


4 . No 




__ 5. Regroup 432 Vas 420 and 12. 


5. 420 + 12 




6. Under 420 + 1^2, rearrange 173 as 170 
and 3. 


6. 170 + 3 


7 • S Ub t IT Pi r* "t" "fyrsm 1 9 • TaTv Q -i ^ -ui^^ 

/ • »j u j_ a L. J i-jLLJin x^. wnce y in the 
answer space. 


7. ■ 12 

- 3 , 


9 


8. Can 70 be subtracted from 20? If so, do 
it. If net, qo to the next step. 


8 . No 




9. Regroup 420 as 300 and 120.' 


9. 320 +120 
lO'. 100 + 70, 




io.. Beneath 300 + 120, rearrange 170 as 100 
and 70. 


11. Subtract 70 from 120. Put 50 in the 
answer space; 


11. 120 

- ■ 70 


50 


12.. Can lOO be subtracted from 300?' If so, 
do it. 


L2. 300 
-100 
200 . 




13. Put 2 00 in the answer space. 




200 , 


14. Add all .the numbers in the answer • 
spaces . 


L4. , 


259 
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Juan says that programmers have to be able to write instructions 
for computers before they rewrite them in computer language. He 

o^c"" """^^^ instructions for this problem: Subtract 18 
trom 235. Use the space below. You may or may not need 14 steps 
Use as many as needed. f= 



\ Instructions 


Mathematics 


► Answer 
Space 


1. 












2. 












3. ■ ■ 












4. 






. ^ 






5. 












6. -- 






~ 






7. . 












8. 












9. 












10. 






— L_ 






11. , ' . ■ 












12. 






< 






13. 












4.' 














• 
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1. 



3.. 
4. 

5. 
6. 

7. 



WOULD I LIKE TO WORK WITH COMPUTERS 

2) 




Would you like to plan with others in a business YES 
which, activities will be handled by the data pro- 
cessing department? '■ 

Would you like to prepare flow charts that show YES 
how a business activity will be handled by the 
DP department? 

Would you like to plan and prepare coding forms? YES 

Would you-:iike to enter information from business YES 
papers on a coding form? ' 

Would you like to punch cards? YES 
Would you like to writer programs for the computer? YES 
Do you like. to solve crossword puzzles? ' yes 



NO 

NO 

NO 
NO 

NO 
NO 
NO 



If you answered most of the above questions yes. you may want to 
thiL d^^^ processing jobs and h5w to prepare for 
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BACKGROUND 'nJFORI<!ATIOf! FOR DATA PROCESSORS 
^h.r, ''''^ ^^'^^^ 30,000 computers in the United States todnu r^r^ 

thnt 'Lli" ^^""^ P^OPT-S prepare instructions for the aorvuter 

corr^puters " ""^^ manufacture, repair, service, and sell 

^r^Au^'' ''^'^"''^^ .-oZ,, of those people rna^nly 
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THE MAIN DUTIES OF 
DATA -PROCESSING El^fPLOYEES 

X - Usually responsible for various of the ten 
Items below. 

0 = Of ten also assists in doing, or does, the 
___^tews below. 



2. Plans which business activities can be handled 
by comvuter. 



^- '^-^eP^es systems flow charts that describe the 
buszness activities and the parts that will. be 
/handled by the data processing department. 



i^?- programs that tell the computer wh^TtS 



CO Hsi 
5 CO 

^ :^ 

CO 

Co 
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X 
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of theX" X ^'"^""^^ ^^^^ of some 

Like to work^with data and information 
L-ike to solve puzzles, such as cross-word puzzles 
. Like to oe extremely accurate and make -things prove out 



5b 



9 



FORCEFUL MALES 
) TO AS CHARISMATIC 
FEflALES ARE 
NEERING? 




ARE THOUGHTFUL CALLED CONSIDERATE 
HILE e ARE CALLED OVER-SENSITIVE? 



'RFCAII^^F OF <:FYIQM im I AMriiArt 
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ACTIVITY (f) 
QUALIFICATIONS FOR EMPLOYMENT 

1. .PURPOSE 

(a) To expose students to the many different jobs available 
in- Data Processing Occupations. 

(b) To show students that the qualifications- for employment 
■ are not determined by sex. 

2. PROCEDURE . ' 

(a) The teacher should decide which occupation to focus on 
and discuss the ^many jobs available within the module. 
The teacher might make a list on the board like the one 
below and have students add to the list. 



Examples 


0 f Job 


Opportunities in 


the Data Processing Field: 








OCCUPATIONS ^ 


an 
'^U . 


S .0 .E . 


h 

°D.O.T. 


POSITIONS 


14 


.0201 


203 . 362-018 


Terminal Systems Operator 


14 


.0202 


203 .^582-022 


Data Typist 


14 


.0202 


203.582-030 


Keypunch Operator 


'. 14 


.0202 


203.582-054 


^ Terminal Operator 


14 


.0299 


■ 209.387-022 


Data Exam Ass ^ t . 


14 


.0299 


213.1-32-010 


Computer Operations 
Supervisor . 


14 


.0201 


213 . 362-010 


Computer Operator 


14 


.0202 


213.382-010 


Computer/Peripheral 
Equipment Operator 


14! 


.0299 


219.137-014 


Data Control Ass't. 
Supervisor 


14, 


.0203 


219.367-026 


Programmer 



(Trainee) 



A list of job opportunities specific to the course should 
be developed.. In discussion or through research, student-, 
may learn what each of the jobs entail. 
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(b) When the list is fairly complete, distribute the student 
activity, sheet and have the students -decide independently 
which ]ob or-iobs this person is qualified for. Discuss 
atter they have decided. 

• - How did you cr cide upon a position? 

- What qualities do you see necessary for all areas 
of employment? 

- What characteristics are not at all necessary for 
employment? , , 

- Do you think this person is a male or a female'' 
Why? . ^ 

- If you learned that the person currently filling the 
position was a male, how would this influence your 
choice of position? 

- In looking at the qualifications of the applicant, 
IS this person over qualified for the. job? Under- 
qualified? ' - 

- Suppose you learn the sex of the applicant. Would 
you change your job offer? Why? 

- What jobs are you interested in? 

- How are you qualified for these jobs? 
. .VARIATION OR. FOLLOW-UP 

Have students research any job in which they have an interest. 
-From the research, have them list the requirements they feel 
are necessary for the job. Do they see this job as being- 
exclusively for ,a male or a female? What ■requirements would 
iiinit the job to one sex? Has their perceotion !of the job 
changed any after researching it? Have sLudents share their ' 
results with the class. Use the "Financial Facts' of Life" 
Activity. 

. Smith has just graduated from high school and is applying for 

30b. In the interview and from the references, the personnel 
irector finds that the candidate has the following qualities: 

(a) A knowledge of the company through summer jobs. 

(b) A good grade average in high school. 

(c) A good attendance record in high school. 



i ) \ / 
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(d) Business and math skills. 

(e) A pleasant personality. 

. (f) A desire to move up in the company. 

(g) Recommendations that indicate the candidate is 
dependable and has an ability to get along with 
other people. 

(h) A knowledge of safety precautions; an awareness' 
of the importance of following instructions. ■■ 

(i) A driver's license. 

(j) Good health and neat appearance. 
What jobs would you offer M.~ Smith? 



A Riddle 

While driving to the store, a young boy and father were 
involved in a serious car accident. The father was 
killed and the boy was injured and taken to a. hospital. ' 
At the hospital, the boy was examined and an emergency 
operation was needed. The ■ resident surgeon had scrubbed - 
^oA/ ^ gauze -mask, and was waiting in the operating 

room when the boy was wheeled into surgery. The surgeon 
took one look at the boy ^and cried, "I ca^'t operate! 
inis IS my son. ". i. . 

Who was the surgeon? 

— source unknown 
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'graduation 

Suggested Use: ' May 



GOOD LUCK graduates: 



— CLERICAL OCCUPATIONS 




administrative 
assistant 
occupations 



MANAGEMENT 
^ASSISTANT ■ 
OCCUPATIONS 



DATA PROCESSING 
OCCUPATIONS 



\ 



\ 



\ 



ACCOUNTING OCCUPATIONS 



WHERE ARE YOU GOING? 
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